URSUS 2010 State Template
Training Tasks Handout
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INTRODUCTION

The purpose of this document is for creating and editing content for the 2010 State
Template within the URSUS authoring site. It is for beginner users or users that need a
refresher in using the 2010 State Template. This document does not include options for the
2007 State Template. Menu items and options are different for the 2007 State Template.

TASKS

1. Create Content Pages
a. Administration.htm
b. Info_Mgmt_ Audits.htm
Add Content Pages to Main Navigation
3. Create Master Page
a. Training_Master
b. Create Navigation Panels for Top Tab Nav and Required Footer Links
c. Navigation Manager
d. Image Manager
e. Hyperlink Manager
Apply Master Page to Content Pages
5. Create Quick Links Navigation Panel
a. Use Internal and External Links
6. Update Master Page
a. Add Quick Links to Navigation A (Block 5)
7. Add Content to Pages
Create Headings
Add Paragraph and Bulleted List
Insert Images
Link to an Internal Page with Custom Links
Insert Code Snippet
Link Document to Text

N

P

"o oo T

LOGIN IN

Before accomplishing any of the tasks, login to the URSUS authoring site.

After logging in, go to the “Edit My Site” main tab and select the “Go to My Site” secondary
link. This will take you to the authoring site where the authoring panels are available for
editing the site.

- ]
Introduction URSUS Training
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TASK 1 — CREATE CONTENT PAGES

These instructions explain how to create content pages within the URSUS authoring site.

1. From the “Admin” panel, select “Add New Page” or from the “Edit My Site” main
navigation, select “Add Content Page”

Add the highlighted fields from the image below to the page details
3. Click “OK” button

4. Click “View Page” button to go to the newly created page

N

NOTE: The File Name and Page Name are required fields.

e The file name is the name that will appear in the website URL
(http://www.xx.gov/filename.htm). It’'s recommended to develop a uniform naming
convention for the site pages.

e The page name is the name that will appear in the Navigation or Internal Links
option

Create Administration Page

Home | Edit My Site | Edit Users \Welcome, Felicial

Go To My Site  Site Settings Page List Add Content Page Mavigation Panels Master Page List Add Master Page
- Edit My Site -+ Add Content Page

Add Content Page

Create a new content page defining the Content Page Details (File Name, Page Name, Master Page, Template, Navigation Style, Color Scheme, and Columns
assigned), as well as Content Page Meta Data (Title, Keywords, and Description).

CONTENT PAGE DETAILS CONTENT PAGE META DATA

File Name Administration Requi red .htm <Title» Administration Division

Page Name Admin Re C|U| red Keywords Administration -
Override Settings Default Settings -

Master Page <None> [~] Description Administration Divisicn Intranet .

Template <Inherit= |Z| Sl i

Mavigation Style | <|nherit> []

Color Scheme <Inhert= IZ|

Columns <Inhearit> E

Task 1 — Create Content Pages URSUS Training
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Create Info Mgmt & Audits Page

Home | Edit My Site | Edit Users | Logout [J=leliy=RIZ=\{aF]]

Go To My Site  Site Settings Page List Add Content Page Mavigation Panels Master Page List Add Master Page
-# Edit My Site -# Add Content Page

Add Content Page

Create a new content page defining the Content Page Details (File Name, Page Name, Master Page, Template, Navigation Style, Color Scheme, and Columns
assigned), as well as Content Page Meta Data (Title, Keywords, and Description).

CONTENT PAGE DETAILS CONTENT PAGE META DATA
File Name Info_Mgmt_Audits Required .htrm <Title> Administration Division | Info Mgmt & Audits Branch
Page Name Info Mamt & Audits i Keywords Administration, Informaticn -
g ReqUIrEd Management and Audits Branch
Override Settings Default Settings -
Master Page <None> Description  |Information Management and Budits .
Template <Inherit> Branch page|

Navigation Style | <Inherit>

Caolor Scheme <Inherit=

BT 5] B B ]

Columns <Inherit=

Task 1 — Create Content Pages URSUS Training
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TASK 2 — ADD CONTENT PAGES TO MAIN NAVIGATION

These instructions explain how to add content pages to the main and secondary navigation
menu.

1. From the “Admin” panel, select “Edit Navigation Panels” or from the “Edit My Site”
main tab, select “Navigation Panels”

2. Select “Main Navigation” from the “Navigation Panel List” on the right

Home | Edit My Site | Edit Users | Logout Qe =NEs-TN ]

Go To My Site  Site Settings

Page List Add Content Page MNavigation Panels

Master Page List Add Master Page
< Edit My Site -» Navigation Panels

Navigation Panels

Create a new navigation panel. Also, edit existing panels or delete selected navigation panels.

ADD NEW NAVIGATION PAMEL NAVIGATION PANEL LIST [Deleie Selected ltem(s)
Navigation Panel Name

3. Select “Admin” page from the “Internal Links” list
4. Click “Add to Primary Nav” button

i Main_Navigation 2

Navigation Panel Manager

Add/remove links from the Available Links to the Primary and/or Secondary Navigation lists to create reusable sets of links, which can be added to the variow
navigation sections of your site's pages.

Available Links Navigation

Link Set Title
ADD INDIVIDUAL LINKS Main_Navigation

Internal Links

PRIMARY NAVIGATION SECONDARY NAVIGATION
Accessibility 3 Home
Admin . -
Conditions of Use —
Contact Us -
Help
Info Mgmt & Audits =
Page 1
Page 2
Page 2a
Privacy Policy

Add to Primc:l‘,r Mav l [ Add o SecCghdary Nay l
4 7
External Links :}

| | ] [ ] l l

Task 2 — Add Content Pages to Main Navigation URSUS Training
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5. Select “Admin” in the “Primary Navigation” list so it’s highlighted
6. Select “Info Mgmt & Audits” page from the “Internal Links” list

7. Click “Add to Secondary Nav” button
8. Click “OK” button

Navigation

Link Set Title
Main_MNavigation

PRIMARY NAVIGATION SECONDARY NAVIGATION
Home Info Mgmt & Audits

S

[ Move Link Up /2\] [ Move Link Up ]
| Move Link Down /| | Move Link Down /|
[I}eleie selected Ilem{s)] [Delc—h:— selected Iiem[s]]
[ Delete ALL ltems @] [ Delete ALL ltems @]

o« ]

9. Select “Go to My Site” under “Edit My Site” main tab

The Admin page is now shown in the Main navigation and the Info Mgmt & Audits page is
shown in the Secondary navigation.

HOME ADMIN

& Info Mgmt & Audits

Task 2 — Add Content Pages to Main Navigation URSUS Training
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TASK 3 — CREATE MASTER PAGE

These instructions explain how to create a Master Page within the URSUS authoring site. It
also explains how to create and apply Navigation Panels using the Navigation Manager,
Inserting the agency branding using the Image Manager, and adding content and links in
the Content Footer.

From the Admin panel,

1. Select “Master Page List”

2. Select “Add Master Page” under the “Edit My Site” main tab

3. Add the details of the Master Page. Use Interactive Reference Form for Master
Blocks. (Handout #1)

Master Page Details:

Page Name: Training_Master
Template: 2010 Fixed
Navigation Style: Mininav
Color Scheme: Sierra
Columns: 2

Master Blocks:
Content (blue numbers) — Blocks # 4 and 9
Navigation (green numbers) — Blocks # 1, 2, and 3

4. Click “OK” button
5. Select “Master Page List” under the “Edit My Site” main tab
6. Select the Master Page “Training_Master”

The blank master page is created. See image below.

Blank Master Page

CA.gov A e abs .\" T
&4 Block 4 - Agency Branding el T
@ This Site o::al'rfnmia
GOV

Block 1 - Main Navigation

: . Block 3 - Required Footer Links
Block 9 - Content Footer gy

NOTE: All of the required blocks for the Master Page are located under the “Edit Header &
Footer” panel. Block #9-Content Footer is optional.

Task 3 — Create Master Page URSUS Training
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Create the Navigation Panels for the master page and then start adding the other content to

the blocks selected on the “Master Page Details” of the “Master Blocks” section. Use the
interactive form (Handout #1) as a guide.

Create Navigation Panels for Top Tabs Nav and Required Footer Links
From the Admin Panel,

1. Select “Edit Navigation Panels”

2. In the “Navigation Panel Name?” field, type in: Top Tabs Nav
3. Click “OK” button

Navigation Panels

Create a new navigation panel. Also, edit existing panels or delete selected navigation panels.

ADD NEW NAVIGATION PANEL

NAVIGATION PANEL LIsT | Delete Selected ttem(s)
Navigation Panel Name Tpp Tabs Nav

4. Click the “Top_Tabs_Nav” panel from the navigation panel List

|_Main_Navigation

NAVIGATION PANEL LisT |Pelete Selected lem()

| Main_Navigation

Top_Tabs_Mav

5. Select the “Accessibility” page from the “Internal Links” list
6. Click “Add to Primary Nav” button
7. Click “OK” button

Available Links

ADD INDIVIDUAL LINKS
Internal Links

Admin

Conditions of Use
Contact Us

Help

Home

Info Mgmt & Audits
Page 1

Page 2

Page 2a

Privacy Policy

Add to Frlmcl'y Nawv ] [

Task 3 — Create Master Page URSUS Training
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Repeat the same steps and create a Required_Footer Links navigation panel.
Add these pages to the Required Footer Links:

e Conditions of Use and Privacy Policy
Finish building the Master Page.

1. Select “Master Page List” under the “Edit My Site” main tab

2. Select “Training_Master” from the Master Page List and use the instructions on the
following pages to add the content to these blocks:
0 Add Top Tabs Nav Block #2 (Using the Navigation Manager)
0 Add Agency Branding Block #4 (Image Manager)
o0 Add Main Navigation Block #1 (Using the Navigation Manager)
0 Add Required Footer Links Block #3 (Using the Navigation Manager)
0 Add Content Footer Block #9 (Content Editor)

Adding the Top Tabs Nav, Main Navigation, and Required Footer Links
Using the Navigation Manager
1. Select “Top Tabs Nav” from the “Edit Header & Footer” panel

2. Select “Top_Tabs_Nav” under the Add Sets of Links
3. Click “Add to Navigation” button

Navigation Manager

Choose from the sets of links to add to your navigation.

Available Links

ADD 5ETS5 OF LINKS

Main_MNavigation
Cluick_Links List

required footer links
Top _Tabs MNawv

Add to Navigation

|

Manage Mavigation Panels

4. Click “View Page” button

Task 3 — Create Master Page URSUS Training
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Navigation

Link Set Title

NAVIGATION

| l
| l
| l

[ Delete ALL ltems @]

Meote that navigation list references have "-L5T" next to them and are expanded only
in page view mode.

View Page

Complete the same steps for the “Main Navigation” and “Required Footer Links” blocks
using the corresponding navigation panels for each section.

NOTE: To delete a set of links in the Navigation Manger:

1. Highlight the list set under navigation
2. Click “Delete All Items” button if there is one set of navigation panel links, but if
there are multiple navigation panels listed; click the “Delete Selected Items” button.

Adding the Agency Branding

The agency branding is usually an image and will be added using the “Image Manager”
within the URSUS Content Editor.

Task 3 — Create Master Page URSUS Training
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Using the Image Manager

1. Select “Agency Branding” Block #4 from the “Edit Header & Footer” panel
2. Select “Image Manager” icon from the toolbar el

= *l f % B By gF - ﬁﬁ”CustomLmks |% .|_LP (7N ‘ii”NGf'ma' leppIyCSSCI...*|§ -

tE =

B 1| O & = | % "5 @ |

[ Image Manager (CTRL+M]) L

Navigate to the Training folder which is in the images folder
Select the image file: header_sample_sierra.png

Select “Properties” tab on the right

Add the “Alt Text” information in the field

Select “Insert” button

No O kW

Image Manager X

&= = T % K =6 Upload ) Image Editor  [Fl & JJ JS2
/sandbox2/res/images/Training

Width| 340|px =
__J [ images Filename Size

: 3 Height| 50| px =
| ckmine| 5 _ | sdanni Sermana et —
- 1 CaTemplatelmages |B&| header_sample_sierra_wtpn 16066 Border C‘:'Ior'& T|
Border Width .

Alt Text [Agenc_\,r Header 6 |

Long Description | |

Image Alignment |E|

i Vo Top E Right E
Bottom - Left -

C55 Class | Apply Class =

a | Insert | | Cancel |
<] ”II Pagelof 1. tems1to 2 of 2 7

4L o

8. Select “Save” icon on the toolbar

& G R F- 2 “Custom Links '|$ @ |_"F @D ® =y ||Nc>r1'na| 'IApplyCSSCL.. '|§ -
;: i= t;i?l?wﬁ @|

Calfornia Department of

Organization Title <— Agency Branding image

Task 3 — Create Master Page URSUS Training
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Add Content Footer

The Content Footer (Block 9) is optional and located within the URSUS Content Editor.

1.
2.
3.

4.
5.

Select “Content Footer” Block #9 from the “Edit Header & Footer” panel
Type the text for the content footer

Use the “Hyperlink Manager” to add a link or email address (see Using the Hyperlink
Manager instructions below) 2

Use the “Image Manager” to add an image in the footer sl
Click “Save” icon from the toolbar

Using the Hyperlink Manager

Create a link to a page, anchor, or email address within your content.

1.
2.

NOTE:

Highlight the text that will be linked

Select the “Hyperlink Manager” icon from the toolbar 2
a. Type in the “URL” for a link on the Hyperlink tab or

b. Type in the email in the “Address” field for an email link on the E-mail tab.
Click “OK” button

H X

Custom Links - E =l .iLT @ @ ‘2 | Normal | Apply CS5 Q1. | = £ ~

i [

B I [@- =~

.
11

o
L]

i |

- &
- — L
| Ve @ | 2 [Hyperlink Manager]

Only one type of link (Email or URL) can be applied to the highlightedtext.

Hyperlink Manager X

J Hyperlink Anchor E-rnail

. ~y .
URL |_http:,-’fw'.'.'w.>:(x.ca.g|:wf éa | f_ET

Link Text | |

Target | Mone |E|
Existing Anchor | None |Z|

Tooltip | |

C55 Class | Apply Class -

[ QoK [ | Cancel |

Task 3 — Create Master Page
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Hyperlink Manager X
Hypesiiniess| sincher E-mail |
Address [email@state.ca.goy 2b |
Link Text | |
Subject | |

CSS Class | Apply Class -

|_ QK | | Cancel |

Finished Master Page

| | EDIT CONTENT & NAVIGATION | | EDIT HEADER & FOOTER |

California Department of | Q

Orgcnizo’rion Title BlOCk 4 - This Site e California
Home | aomiN | Block 1

Block 3
Block 9

Task 3 — Create Master Page URSUS Training
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TASK 4 — APPLY MASTER PAGE TO CONTENT PAGES

These instructions explain how to apply an existing Master Page to content pages.

From the Admin Panel,

1. Select “Page List” (or “Page Details” from the page itself)
2. Find the “Home” (default.htm) page
3. Select “edit”

PAGE NAME
=1~ Site
">> ----- ™[] Accessibility [Accessibility.htm] (edit }(publish }{unpublich )
">> """ ™[] Admin [Administration.htm] (edit J(publish unpublish )
# 71 [ Conditions of Use [Use.htm (edit J(publish Jfunpublish )
i """ | L] Contact Us [Contact.htm] (edit J(publish }{unpublish )
"'>> """ ™| [] Help [Help.htm] (edit ){publish unpublish ) — SE|9Ct
# [ [) Home [Defauithtm] (ec?Bablah yunpublish "edit"
= """ | Lj Info Mgmt & Audits [Info_Mgmt_Audits.hitm] (edit ){publish }unpublish }

4. Select “Training_Master”, for the “Master Page” dropdown option

CONTENT PAGE DETAILS

File Name Default

.htm
Page Mame Home
Override Settings Default Settings

Master Page Training Master |E|
Template <Inhent= |E|
Mavigation Style <Inhert= |E|
Color Scheme <Inhert= |E|
Columns <Inhent= |E|

Apply Changes

5. Click “Apply Changes” button
6. Click “View Page” button
7. Continue the same steps for the additional pages.

Task 4 — Apply Master Page to Content Pages URSUS Training
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TASK 5 — CREATE QUICK LINKS NAVIGATION PANEL

These instructions explain how to create and add a Navigation Panel to the right column of a

Master Page.

From the Admin Panel,

ahrwbdPRE

2

Select “Edit Navigation Panels”
In the “Navigation Panel Name” field, type in: Quick_Links_List

Click “OK” button
Select “Quick_Links_List” from the “Navigation Panel List” on the right

Add “Contact Us” and “Help” pages from the “Internal Links” list on the left to the

Primary Navigation.
Create two External Links

ADD TO EXTERMNAL LINKS LIST
Title

URL http:/fwnanmw.

a. In the “Title” field, type in “CentralNet”
i. In the “URL” Field, type in:
https://sharepoint.dts.ca.qgov/sites/DTS/default.aspx
ii. Click “Save” button
iii. The new link will now show up in the External Links list

[ Add to Fﬁ'_'er]ry Nav ] [

ADD TO EXTERMNAL LINKS LIST
Title

URL http:/hanana.

b. In the “Title” field, type in “Ca.gov”
i. In the “URL” field, type in: http://www.ca.gov
ii. Click “Save” button
iii. The new link will now show up in the “External Links” list

7. Add the two external links to the Primary Navigation

a. Select the link in the “External Links” list
b. Click “Add to Primary Nav” button

8. Click “OK” button after all links are listed in the Primary Navigation list.

NOTE: To update External Links, the old link must be deleted and a new link added using
the steps above.

Task 5 — Create Quick Links Navigation Panel

URSUS Training
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TASK 6 — UPDATE MASTER PAGE

These instructions will explain how to update a Master Page by selecting different block

numbers on the Master Page Details.

From the “Edit My Site” main tab,

Under the Master Blocks section at the bottom, select the checkbox for block 5 under

Navigation. Use Interactive Reference Form for Master Blocks. (Handout #2)

1. Select “Master Page List”

2. Select “Training_Master”

3. From the Admin Panel, select “Master Page Details”
4.

5. Click “Apply Changes” button

6. Click “View Page” button

MASTER BLOCKS

Content

Select content blocks to be
controlled by the master page

10

Navigation
Select navigation blocks to be "
controlled by the master page
lv |2
3

Check % Sj

Block #5 -,

8

7. From the “Edit Content & Navigation” panel, select “Navigation-A” block #5

Left Col  [block #]

(2]

Right Col [block #]
[5]
Content-& [6]

Gov/Blue Curve

Main Content

Banners

Navigation-B [6]
Content-C [8]
Mavigation-C [7]
Content-D [10] .

[8]
EDIT CONTENT & NAVIGATION

Navigation-D

Task 6 — Update Master Page

URSUS Training
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8. Select “Quick_Links_List” from the “ADD SETS OF LINKS” list on the left
9. Click “Add to Navigation” button

Available Links
8. Select Link Set

ADD 5ETS OF LINK5S

Main_Mavigation

|13

|

required_footer links
Top Tabs Nav

Add to Navigation :
‘L 9. Click
Manage Navigation Panels b u tton

1

10. In the “Link Set Title” field, type in: Quick Links
11. Click “View Page” button at the bottom

MNavigation

Link Set Title
Quick Links|

NAVIGATION
CQuick_Links_List -LST

10. Add Link
Set Title

[ Move Link Up ]

l Move Link Down l

lDe-IEh:— Selected Hem[s]l 1 1 . C“Ck button

[ Delete ALL liems @]

MNote that navigation list references have "-L5T" next to th
in page view mode,

nd are expanded only

View Page

Task 6 — Update Master Page
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Now the Quick Links navigation will show in the right column in block 5 of the Master Page
and any page associated with the Master Page.

NOTE: Some browsers may render the right column content differently if there is no main
content. The right column may be to the left instead of the right.

ChA gov | Accessibility

% %ﬁomln Depcrfmer-i-r of T .H —Searuh :Q
rganiZO ion litle + This Site. e Califomia
GOV

HOME ADMIN

Quick Links Navigation/ @ Quick Links

= Contact Us = CentralNet

Panel added to Master - Help - Cagov
Page

Back to Top | Conditions of Use | Privacy Policy
Copyright © 2010 State of California
This page is updated by the Info Mgmt & Audit Branch. If there are any questions, please contact IMAB

T
This site is managed with URSUS

Task 6 — Update Master Page URSUS Training
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TASK 7 — ADD CONTENT TO PAGES

These instructions will explain how to edit the Home page by adding content, hyperlinks,
bulleted lists, different styles, images, code snippets, and linked documents.

NOTE: The Home page is your default page or it can be accessed from the Page List.

Select “Main Content” Block #2 from the “Edit Content & Navigation” panel
1. Add a Header title to the main content
Type: Welcome
Highlight the word Welcome

c. From the “Paragraph Style” dropdown menu on the toolbar, select “Heading
17

Paragraph 5t... %| Apply CSSCl.. ~| = L) ~

Mormal v

s

m

Heading

Heading 2

Heading 3

Paragraph Style
Dropdown Menu

|

Select
Heading 1

Type a secondary heading applying the Heading 2 style
Write a paragraph under the secondary heading

Type another heading and apply the Heading 3 style

a s W N

Create a bulleted list using the “Bullet List” icon from the toolbar

= xl - Q- ¥ Gy @ oF- éﬁ| Custom Links ~ % ?) k&l ﬂ' '@' '@ ‘2' Paragraph St.. = | Apply C55Cl. = = (L -
B 7 [O- - = it<emraes—ge— Bullet List icon

6. Insert an image using the “Image Manager”

Task 7 — Add Content to Pages URSUS Training



»
SURSsUSs

7. Insert a link to an Internal Page
Using Custom Links
a. Type: Contact Us on a new line
b. Highlight the text “Contact Us”
c. Select the “Custom Links” dropdown menu from the toolbar
H K| G B F - 4 |[customlinks /@ B @ 9 QO 9| suleteatist | appycssa. -] S Q-
3} i— = = wiE is 5i L\
i T = @ == = | ? This Site Custom Links |TC
d. Click the plus “+” sign by This Site to expand
e. Click the plus “+” sign by Pages to expand
f. Select the “Contact Us” page
= wl ) - & G = gF- ﬁ’al Custom Links ~| @ @[3 I-‘_ET @D - <4| Bulleted List  ~| tabpanel_list - = fL ~
P P = := 5= &= w| = This Site :
B { RS = = afis
@- & B e 3 Expand Lists
Accessibility
Welcome Admin
Conditicns of Use -
IMAB Select Page
Welcome to the Information Management & Auditg %E pout what we do.
ome =
WHAT WE DO Info Mgmt & Audits
Pagel
List Dama 7 S
8.

Using Code Snippets

Insert the “Tab Panel” using the “Code Snippets” icon from the toolbar

NOTE: Code snippets are a foundation to build from. Some HTML coding is needed.

a. Place the cursor where you want the Tab Panel to appear on the page

b. Select the “CodeSnippets” icon from the toolbar

WHATWE DO

List

Welcome to the Information Management & Audits Branch. We will tell you a little bit about wha

= Sfl B B F- .ﬁ| Custom Links ~| @, @ 9 @ @ [)| deading2s | appycssal. - = 0 -
| Eie| = = sE &E G ‘
BZ 32 o == | v l;@| CodeSnippets
c. Select the “Tab Panel” code snippet from the dropdown menu
H X| G B Fr 8| customtines /@ 0 @ QO | nomal | applycss el | = Q1 -
B I [H- e - | v 7 | -~ Carousel o
- Container w/ Gradient, Blue
We lcome -~ Container w/ Gradient, Yellow
- Mini Carousel =
IMAB

- Rotating State Banners
- Slide Show

~{TabPanel| 4—— Se|ect

o1 o

Task 7 — Add Content to Pages
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9. Link a document to one of the bulleted list items from step #5 using the “Document
Manager”

Using the Document Manager

a. Select the text to link

b. Select the “Document Manager” icon from the toolbar I—LT

™ X| { ' % Ba B F- ﬁ‘al Custom Links = % ﬁ@@ @ ‘tﬁl Normal -| ApplyCssCl. - = £~
B 7 @~ =N éE = EE EE | v e ®| gb Document Manager

Navigate to the Training folder which is in the docs folder
d. Select the document file: URSUS_Training_Tasks

e. Select the “Insert” button

Document Manager »

= - E?ﬁ P X EE‘Upload

/zandbox2/res/docs/ Training

=1 does Filename Size
-1 | lesining|O C || 3 por
..... __J PC” _J P‘Pt

o [ ppt E] IRSUS Training.Tasks docx 1079463
9d

Link Text [URSUS_Training_Tasks.doc|

Target |None IZ'
Tooltip | |

i (55 Class | Apply Class =

(4} (] 9e

Page 1 of 1. Items 1 to 3 of 3 Insert | Cancel

LT

Upload a Document Using the Document Manager,

1. Select the “Document Manager” icon from the toolbar .'*_LT
2. Navigate to the folder where the document will be uploaded

3. Select the “Upload” button on the menu bar 9 Upload

Task 7 — Add Content to Pages URSUS Training
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4. Click the “Select” button

Upload X

4. Click button—»

| |I Select | =*Remove

Select J * Remove

| |I Select | x=Remove

[ Add |

] Crverwrite if file exists?

Max file size allowed: 50.00 MB
File extensions allowed: *.doc, *.docx, *xls, “udsx, *.ppt, “.pps, *pptx, *.pdf,
*hut, *rtf, *.osv, “aml, Fics, Fzip, ®kml, “wpl, .pub, *.mht, *.rss *swf

| Upload |

5. Navigate to the document that will be uploaded and select the file
6. Click the “Open” button
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- [AII Files (%)

)

File“‘/“ 6. Click button—l _oeen |v] [ conce |

Task 7 — Add Content to Pages

URSUS Training




@
SURSUS

7. Check the “Overwrite if file exists?” checkbox if the file already exists and needs to

be updated
8. Click the “Upload” button

Document Manager

€ o+ 5 4 R 9F Upload

/sandbox2/res/docs/Training/ppt
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(= [ docs

o Upload
=l L. Training

X
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|| Select | *Remove

| Add |

[T] Overwrite if file exists?

Max file size allowed: 50.00 ME

File selected to
upload from step 6

*— 7. Overwrite option

File extensions allowed: *.doc, *.docx, "xls, *xlsx, *.ppt. ".pps, “.pptx, “pdf,
* e, *ortf, *.osv, T, %ics, *zip, *kml, *wpl, *.pub, *.mht, *.rss, *swf

|
8. Click button
S5[8 k)
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Document Manager b4
~ @ [ x IiE‘Uplc:nad
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= [ docs Filename Size
= Training JURSUS Trainingppt 1504768
- [ pof
Document Link Text ::UF‘.SUS_Training.ppt EI]
Target Mana
added to . |
Tooltip | |
1 Document
Manager
(B[ 10
Page lof LItems1to 1 of 1 | Insert | | Cancel |
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